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Before applying to any Federal job opportunity announcement, carefully read and follow its instructions. 

1. Job Overview  

The overview area focuses on basic job information such as job title, hiring organization, pay, type of 

employment (e.g., full time vs. part time, career/permanent vs. time-limited), job location, and who may be 

cosidered for the position.   

 

Example of an announcement overview 

 
 

2. Key Requirements  

This section outlines special job requirements or conditions of employment.  Ask yourself:  Are you willing to 

or will you be able to meet such requirements? 

 

Example 

 
 
 
 
 
 

Pay attention to the “Who May Be 

Considered” information.  If you do 

not meet the eligibility specified 

under this section, your application 

may not be considered.   

Refer to the “Veterans Hiring 

Authorities” tip sheet for more 

information. 
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3.  Qualifications Required    
 
This area addresses essential job knowledge, skills, abilities (sometimes referred to as KSAs or competencies) 

and, in certain cases, education required for the position.   

 

 

Thoroughly read this section and ask yourself:  Do I meet the outlined requirements?  If yes, are they 

addressed in my resume and/or application package?  If not, make the necessary changes.  Federal human 

resources (HR) professionals will not know what qualifications you possess unless you specifically address 

them in your resume and other documents required by the announcement. 

  

Example 

 
 
 
4.  How You Will Be Evaluated  
 
Note that most Federal job opportunity announcements, including those posted by the Department of the 

Navy, will require you to complete an assessment questionnaire.  Preview the assessment questions (normally 

a link to a separate page from the announcement) before applying.   

 

Just as with the information contained under the Qualifications Required area, ensure that what you are 

claiming in your responses to the questions are reflected in your resume and other required application 

documents, as appropriate.  Federal HR professionals will review your resume and other required application 

documents and compare them against your responses before making the qualification determination.  
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Example of an assessment questionnaire

 
 

 

5.  How to Apply  
 
Most jobs posted on USAJOBS allow applications to be initiated directly from USAJOBS announcement 

posting via its Apply Online button.  Before you click on that button, be sure to read the required job 

application documents.   

 

If you do not provide all the required documents, your application will be considered incomplete and you will 

not be considered for the position. 

 

Example of required documents for an announcement 

 
 
 
 


